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The textbook cataloging and classification scheme

described vas developed to assist students in gaining easy access to
the textbcok collection of the Herbert H. Lehman College library.
Textbooks are cataloged in three basic divisions: texts for grades
1-6, texts for grades 7-12, and texts which overlap or can be used at
both the elementary and secondary level. Bach text is further
cataloged by subject area, and a specially developed taxonomy has
been created for that purpose. Examples of the cataloging procedures
are provided as they vere applied to selected books. (DGC)
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Texthocks ere an imnortent part of » vpniversitv Curriculum
Leboratory Cnllectinn becrusz trey sre on impnrtent pert of the
teaching-lerrning pr~cess in Smerican educrtion, FEducetion
professors give students assignments to lonk st sets of textbo~ks
from different publishers, to cormnere them tn eoch otaer, to
comnare volumes of the same ser‘es at 4ifferent grede levels and to
enalyze their authors' purpose, method and philescphy.

Belng awsre of how textbooks are used and asked for is the
first requirement for devel~ping a basic classification system for them.
Zefore developlngz this system, 1 tried to find an adequate system which
I, an educstion-r.-ference litrarian and non-catalozer, could
understand and use. Here at Lehman Library, as in ot ier Curriculum
Leboratory Collections I have visited, there is only one professionrel
librerian in cherpe, me., Clerical help is scarce. here was
no available textbook clessification system I could ¥ind wrich did
not demand a professional cataloger, wes simyle enor.;h so thet
student or clerical help with minimel treining effort end supervision
could catvalog the hooks and perform all tre routines associated with
this tesk, and which would suit the purposes for which teacher
education students use textbooks,

Some type of cost-effective system was needed. The Catalocing
Manuai wnich follows is an attempt to solve this problem, This
system , presented in the Manual, has been in use for two yeers,
Thus far, 1800 books have been cataloged using it. When T first
developed the system, T approached Mr, Sang Chul Lee, our chief
cataloger, for some basic instruction in catelosing technique, This
system owes much to his petient Iinstruction end helnful criticism.

Texthonks ore cetaloged in three hasic divisions:
lext 1-6 for elemeantary sredes
Text 7-12 for secondsry greodes

Tevt 1-12 for texts which nverlsp or ‘nclude bHoth levels or which can
be used =t hoth grade levels,

Thetbasic subject classificaticn scheme is taken [rom
bl-Hl Jextbocks in Print, New York: Bowker, published annually,
Yexe sure to use tne most up-to-date edition of this ho-k ecch
ve°r since 't is the hasis for man; necesssry cataloging decisions
including subject, grade level and entry fora. Subjects like
science, sre divlded into nore specific subjects, eig, chemistry,
biology, only for grades above the sixth grade since in most
American schools these specific subjects are not taught separately
in the element~ry grades,

Two hasic entry forms are used for cataloging all textbooks,
e) Title entry - to be used for a series title when the books 1is
part of a series, e.g., Bank Street Readers, or for en
indifidual title when the hook has no author. Most texts do
belong to a series and they are usually asked for by series name.




b) Author entry - to be used for individusl titles when the title
i1s not part of a series, The book title may, however, 1include
a teacher's mesnual and o workbook,

The series title entry is the entry used most nften since
texts sare wsually ordered in sets. Most series include student
editions, tescher editions and Wworkhonks, The aim is to cetelog
each series so that the student book, the tescher's editi~n and
the compenion workbo~k s tand together on the shelf, The enpire
series is numbered so that it is in grede level order, Often,
iowever, a complete series does not errive on time. {o avoid typing
new csardseach time a hook errives, we wrote out ell the books in the
serles on' the List of Holdings card (see manusl) end penciled in the
word "lacking" next tc missing volumes, This word was erssed when
the book arrived,

The steps involved in cataloging texts are explained in detail
in the Cabalog Manual. <he following is s list of orgenizationel
procedures I frund useful.for completing the cataloging and
processing of texts,

l. Have a set of shelves with catalog card size signs from
A to Z, When books arrive, look up titles in
El-di Textbooks in Print to determine entry. Arrange
bocks on shelves In alphsbetical order of entry, This
will help you find the book if it 1s asked for hefore it
13 cateloged,

2. Do one series or one individusl titie -, n time, Have the
student or clericrl person d-cide on tne crl) numher using
El-Hi Textbo~ks in “rint to determine the grade level and
su.Ject dIvision., IT the title 1s not listes here, the professiona
2l librsriasn must determine this Information., Use a Gutter
tabtle to determ‘ne the Cutter number, This number 1s hesed on
the first letter of the series title in the series entry or
the first letter of the suthor's name 1o an suthor entry,

Make sure to space cutter numbers far enough apert so yo-
cen add other similar titles if they errive,

3. Iype cards =ccording to instructi~ns in the manual, The fipst
page of the msanusl gives = gener-1 nicture of tne sorcing
used t» tvpe 11 eapds, Ifhen, there rre spectfic ianstructi-ns
for series title, title sn? Aubl~p snir; cerls,

L, aove coris dunilcated il sozsible. In ool way Llere will
be one set of cords filed ficcording tn ¢sll number for use
As a shelflist (make sure tn keep text 1-12, text 1-6,
and text T7-1¢ cerds tilc: in Separcte scctions in this shelf-
list,. Only the shelflist file need have the list of holcdings
cairds, There w11 he another set of ¢"rds to be filed by
s riea title and suthor or Indivicduel title in your catalog
for the entire Curriculim Laboratory Collection., This will
allow the student to 1o k for s book by series tiile, b
author, or, usinc the shelflist, by subject,
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5, After each boox 1s catzloged, type labels and book pockets.
Zach 1sbel and pocket contains the call number for efch
individunrl hook. Paste pockets on nside cover of hooke.
Pnate label: on bincing of book. Thus, 1sbels and pockets
for individual books will look like the following for

call numbers® Text Text
EL 1-6 FL 1-6
N561 NG561
no.1l no.2

6., Keec ststistics on number of books cateloged.,

Publishers do nnt publish series hooks in one standard nettern,
Britdst publishers, who publish much of the material nused in the
open clessroom, do not hsve their metericls listed in El-Hi
Textbooks in Print. Problews do srise in cetslogiunzr textbooks.,
You mast use your ingenulty to menipulate the system. Just rememher
your gosls- t~ mele the honks essilwv eccess*hle to stucents who
mi3t often find tkem h¥ trerselves, 4o keep ser'es torether end tn keep
s-bicct =nd grede 1i.el Alvisinns together, At the »e-inning, the
professi-nel lihperian sh~nld check all work at esch stage, “ventuslly
211 vou uwlll have to check 1s the cell numbher sn? the typed csrd.

Admittedl:y chis is ¢ sir,1ified system, Surely it amust have
hre ches of cstaloging etiquette --- but--- it works., .emember, thils
vasic textbook cateloging system was designed by a curriculum librorisn
and is to be used by others in the ssme position, 1t is possible
to understond cataloging procedures and even to find them interesting,
1t 18 not a sacred system. Ajteretions can be made to adjust to
the needs of dirferent schools and different collectlions. Alterations
will have to be made as Burriculum Laboratory Collections cortinue
to grow and publishers continue to produce new kinds of textbooks
and new kinds of materisals,
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Text 1-.12
Text 1.6
Text 7-12
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Subject Classification - Texts

Texts which include elémentary and secondary grades
Elementary grades

Secondery grades

Art
Business

English langusage (composition, gresmmear, linguistics,
hanawriting)

Reading and literature

English as a foroign language .
Guidance Health

Languages (not lnglilh)
Chinese

French
Spanish

Mathematics (subdivide only for grades above the
sixth grade)

Algebra
Geometry
Trigononebyy

Musio
Rursery and kindegarten

Science (subdivide only for grades above the si:th
grade)

Blology
Chemistry
Geology
Physics

Social Sciendes (lubdixido only for grades above the sixth
grade

Economics

Geography

History

Sooiology, Psychology, Anthropology
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1.
2.
3.

b

5.

Basic Catalog Card- \
Spacing

wuter indentiom
ain indention

imner indention

O

-

l ten spacas

l T twelve spages

Tourteén spaces

Outer indention

Begin series title o individual title entry.

Main indention

Begin author entry.

When suthor's name exceeds one line, return to msin imdention,

If the imprint (place, publisher, date) exceeds one line, return
to main ipdentio: .

If the eollation (number of pages , volumes, illus.) exceeds one
line, return to main indention,

For suthor entry with additional workbook, study guide or

teacher's edition, begin this additionel item entry at the main
indention,




Inner indention

1. Begin title for author entry.
2, Begin collation for uthor or title entry.

3. Begin first tracing. Roman numeral T,
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Title entry (Series title er individual book title)

title :}pyright date

New basic readers.

New York, Haeli;%555_1213:_-_—_____
8v. 1llus,. _| publisher

aumber of volun*s

I. Sumith, Jean (£ _ suthor's

name
O CONTINUED ON
NEXT CARD

i. Type cell mumber (text, subjoct designation code, grade level,
cutter mumber) in upper left hand corner of card.

2, Type title starting at Outer indention (Ten spaces from the nargin),

3. Type place, publisher and copyright date starting at Main indenmtien
(Twelve spaces from the margin).

ks Type mumber of volumes in the series (!gg the mumber we have) and
11lua, 1f the book has pietures. Begin at the immer indention
(Fourteen spaces from the Marginm),

5. Type the Roman numeral I, and the mame of the suther of the
series, last name first, (When there is mere tham eme auther,
use the name of the first asuthor listed)., DBegin at the bettem
of the cataleg card at the immer imdemtion,




Seeend ecard - Tisle ontry (Series title er imdividusl
title eatry with mere than one
velume)

This eard eontains the titles of all individual velumes inm
the series., Where pPossible, use El-Hi Textbeoks im Print
te determime the place of eaeh volume 1m the series.

text
EL 1-6 New basie readers, 1972,
N532

List of heldings:
ne.l I Piuy, ———0

ne,.2Q)I sing,
ki noh T sime and a
o, sing and dance,
N%:o.s I run and play,
0.6 T rum and play. Teacher's
editien,
, M.Z(n)l run and play., Werkbeok,
doe 0,0 I rum and play. Werkbook,
Teacher! 16 edition,

CONTINUED ON
NEXT CARD

Type call mumber and title as in the first card. Then
type eopyright date.

Indent fourteen spaces from the margin., Doublespace.

Type List of holdings:.
Indent six spaces from the margin, Singlespace. Assign

each velume a mumber, Rzaember to determine the aumerical
order of each volume Ly checking in El1-Hi Pextbooks in Print,

Important! 1Ipn-iude all volumes in the series in the 1ist
of holdings. If the library dees not Yot have the volume(s)
11sted, -rite the word "lacking" in pencil next to the
misslag volume,

Each volume should have a name (I play), a number (Bk.I), eor
a letter (Bk, A). If the volume(s) de not heve names, numbers
or letters, label them im numerical order(Bk.I, Bk.IIS.

For each series title, make sure to check the author, title, and
series index.in El-Hi Textbooks in Print. If the series is not

listed, arrange the books im logle order, For clues as to

the logical order, check the copyright page, the spine and the

introdustion to each volume. If there are no clues, arrange the

volumes in an arbitrary order;.
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7.

9.

10,

¥hen there are teacher's editions or workbooks in a series,
include them in the 1list of holdings. List each teacher's
edition or workbook .after the companlou volume. This volume
usually has the same name as tine workbook-and the teacher's
edition,

When there 1is more than one copy of a volume, indicate the
number of coples on the 1ist of holdings by writing the number
of coples in pencil in parentheses between the mmber and title
of tne volume, (See sample card)

For some series, a second card does not provide snough room to
1list all the volume titles in the series. In these caaes,
type a third card, fourth card, etc.

On all cards containirg list of holdings (except the last card),

use the "continued on next card" stewp in the lower right hand
corner of the card., Use this stamp on the first card when it
1s followed by & second card.

teoxt
EL 1-6 New basic readers, 1972,
N532

no.9 Ihave fun.

no.10 I have fun. Teacher's sdition.

no.l12 I have fun, Workbook.

nc,12 I have fun. Workbook, Teacher's edition,

O
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Author entry - Use only for incividusl titles. Make sure the
book is not part of a series.

text
EL 1-6 Newton, Ann,
NS61 Reading today,

New York, Harcourt, 1971.
32hpp e 1llus,

I. Reading today.

(:) CONTINUED ON

NEXT CARD

1., Type call number in upper left hand corner of card,

2. Typo suthor's neme, last name first, Indent twelve spaces
from the margin,

8, If the mook has more ““an one suthor, use the name of the
first author listed on the title page.

b. If the author's name exceeds one line return to the
main indention (twelve spaces from the margin),

3. Type title starting at the inner indention (fourtoon spaces
from the margin),

4. Pype place, publisher and copyright date starting at the main
indention,

S. Type number of pages and 1llus. if the book has pictures. Begin
at the inner indention.

6. Type the Roman numeral I, and the tit). of the book., Begin at
the bottom of the catalog card at the inner indention.
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10.

11,

Second card - Author entry

text
EL 1-6 Newton “te
N530 Readiq, today. 1971.

List of holdings:
no.l Reading today. Teacher's guide.
no.2 Reading today. Workbook,

I, Reading today,

List of holdings and book tities are typed in the same way
as in the second card of the title antry,

When there 1s more than one sccompanying volume for an
individual title, the titles are arranged in an arbitrary
way and numbered.

Thus, the call number for this workbook would be g;xf 6
§530

no.2

When a second card 1s used for am author entry, use the
continued on next card stamp on the first eard of the entry.

For a title entry which is not part of a series but which does
have vional accompanying volumes, use the spacing for a
title entry(indent ten spaces from the margin to type the title),
but add the additional volumes to the card using the same form as
the author entry above,
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2.

3.

b.

5.

6.

v

Author entry for a t1t1: with a teacher's edition
a workbook or a study guide,

Do not use this form if the title is part of a series.

text
BL 1-6 Newton, Ann,
X530 Reading today,
New York, Hareourt, 1971,

32'4-” e 1llus,
toxt
EL 1-6 o Teacher's (Can be
N531 eaition, workbook or

study guide)

I, Roazf:f today,

-

This card 1s typed in exactly the same way as the basic author
entry card,

If the individual volume (make sure it is not vart of a series)
has one accompanying volume such as a workbook, study guide or
teacher's ed.tion, the form above 1s used.

After the collatior (mumber of pages and illus.), doublespece.
Place the call number of the accompanying vo ume directly under
the call number of the main volume.

Beginning at the main indention (indent twelvs spaces), type a
blank line and a period. Then type Teacher's edition or
Workbook of Study Guide.

Sometimes an individual title will have a teacher's edition, a
workbook, a teacher's edition of the workbook snd a study guide.
If the title has more than one accompanylng volume, a seeond.
card i1s needed. This second card is similar to the second card
for the title entry.

The seeend card is typed with the same spacing as the basic
author entry card, The call number is typed. The suthor's name
is typed at the main indention. The title of the book is typed
at the inner indention. The date 1s typed after the title,
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